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Preface 

Department funded contractors are required to enter surveys from evidence-based 
programming and/or multi-session programs into the Department approved data collection 
system. Qualtrics is the online survey tool that allows prevention contractors to input pre/post 
survey data. The intent of the Qualtrics User Guide is to provide step-by-step instructions on 
how to enter survey data into the Qualtrics system.   
 
Note: Contractors will need to utilize the Qualtrics User Guide along with the IDPH Prevention 
Survey Guidelines and Survey Instrument Instructions documents. 
 
Sections of this guide were adapted from material developed by the following 
organizations/sources: 
 
Qualtrics XM. The Leading Experience Management Software (2019). 
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Qualtrics – IDPH Prevention  

Logging into Qualtrics 

 
Where:  www.Qualtrics.com/login 

 
Contractors will need to use the username and password assigned to the agency Qualtrics 
Account. Contact your supervisor if you do not have the username and password.  

Note: See “Qualtrics Access” in the IDPH Prevention Survey Guidelines and Survey Instrument 

Instructions document.  

 

 
 
 

Entering Data  

 
Where:  Qualtrics Home Page 

 
Once you have signed into your agency’s Qualtrics account, you will be on the Qualtrics Home 
Page. This page will list All Projects that have been assigned to your agency.  
 
Note: There are two square boxes listed directly after “All Projects”. Select the first box, as the 
instructions provided below will align with this option.   
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Click on the three dots shown on the far right corner.  Select “Preview Survey”. 

 

 
 

Entering Data  

 
Where:  Preview Survey  

 
Once you have selected the appropriate Prevention Project you will be directed to the Preview 
Survey screen. Click on the yellow box to minimize the dual screen option.  
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Once the yellow box has been clicked the following screen will appear. At this time, begin 
entering the appropriate survey data. 
 
Note: The actual survey questions will appear on this screen. 

 

 
 
Once all data has been entered on each page, click the red arrow located on the bottom right 
side of the corner to continue entering survey data. 
 
Note:  

¶ Depending on the type of survey needed, there may be multiple pages to complete prior 
to the survey being completed. 

¶ If the “Preview Survey” screen is closed during the data entry process, any data entered 
will not be saved.  
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If a data error has occurred, click on the “Back” button which is the red button located on the 
lower left side of the screen.  Once the correction has been made, click on the “Forward” button 
which is located on the lower right side of the screen and continue with data entry. 

 

 
 
Once the survey is completed, click on the red box located on the bottom right side of the corner 
which will indicate survey completion. 

 
 
 
To enter a new pre/post survey, click “Restart Survey” which will direct you back to the first 
question. 
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Once all pre/post surveys have been successfully entered, click on “Close” which is located at 
the bottom right corner of the screen.  

 

 
 
 
 


